Recruitment and Sign-On Bonuses for Social Workers
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SECRETARY OF BUDGET AND MANAGEMENT
SALARY GUIDELINE AND PROCEDURE

SOCIAL WORK HIRING BONUSES
Effective April 17, 2000

I. Purposge:

There will be two 'bonuses available to enhance agency
efforcs in the hiring of new qualified sccial work employees
to £il)l wvacancies in non-temporary positiocns: (1) Sign-On
Bonus, and {2} Recrultment Bonus. Thase bonuses are nob
meant to generate competirion amonyg Stste agencies for
current social work employees.

Ii. Funding:

Funding for these social work hiring beonuses must be paid
from current appropriacions. No additional funds have peen
budgeted for this purpose.

IZI. Audit:

Agencies are expectad o madintaln adeguate records for all
benuses paid. Records of bonuses paid shall include
documentation of the recrulting process including a copy of
any advertigement for che posirvien, the sligible list coded
far che selection, and other informacion used in making the
decision to award 4 bonus. Agency records will be subject
to audic by the Department of Budget and Management.

IV. Sign-0On Bonus:

.

Scope: The sign-on bonus shall apply only to qualified

sosial work employees. A qualified gsocial work smployee is:

1. a new appointment; or
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3. 40 B Classification lisred in Agpenday A of thas
document

i

he sign-on bhoous does noh apply Lo

1. current non-temporary Stats employess {(including
choge in indepsndent personnel syscems) who are
falling a4 vacancy as a transfer. reassignmenc,
promosion, or demovion;

. temporary [(Contracuudl or emeroency) employees;

. current temporary employess who are filling a none-
CEMPOrAry vac&&c; as interim appointment or
contractual conversion transfer: or

4. pLERLIONS AN Lhe Bxesurive BPay Flan.

L

ACencaes particaipalting in this bonus program are encouraged
te identify excluded positions/employees as defined anove
and advise hiring managers in advance, so thar no sign-on
cnus is inappropriately offered.

L9

Amgunt of the Bonus: Management, with the approval of the
appointing authoraty. shall set the amount of the actual
FLgnm-0on bonus. The gign-on bonus shall not exceed a maximum
amount ¢f $3,000. 1In decermining the amounc of the sign-on
Lopws, management may consider the type of skills required
for rhe peosition and the education and experience of the new
employee.

Parvment of the Bopus: The sign-on bonus shall be paid in
Cwo lump sums. Each lump sum shall represent fifty percent
o the agreed upon amount ag approved by the appointing
gulheorivy. The first lump sum shall bpe paid to Lhe new
erployee upon complericon af Lheir £irst ninety (20) days of
sazisfageory State service. The second lump sum shall be
pald to che new employee upon completion of their first

& months of satisfacfory State service. The sign-on bonusg
will only be paid to State smployees who are in an active
employment status with the same agency at che time the
payment is due. If the emplovee transfers to a different
agancy or leaves State service before payment of the sign-on
tonus is due, the smploves forfeirs the bonusg.

Rote: The sign-on donus will affect the regular
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new hourly rate must be calsulated to include the
full amount of the bonus. The difference botween
Lhe regalculated rate and the normal base rate
must be applied to any overtime worked during the
12 meonth period preceding payment of -“he £inal
inscallment of the bonus.

v, Racruitment Bonus:

Scope: With the exception of the excluded suplovees
described below, the recruirment Zonus may be esarned Ly any
active, non-temporary State emploves who refers and
racommends a qualified social work employee who is hired by
their department ar agency. A qualified social work
employee 18 defined 1n the sign-on bonus secticon of this
quideline,

The regruibtment bonus dogs nob apply to:

1. employees {(social work wanagers and
professional/paraprofessional recruiters within the
agency personnel office} who are respongible for, or
nave significant influence in rthe hiring process of
social work employees;

. any employee in the Bxecutive Pay Plan;

. & temporary (contractual Qr emergency! employee; or

. the recrulitment of curxrent State emplovees,
transfers or promotions.

PO SR N

Agencies participating in this boaus program ares sncouraged
co identify excluded emplovees as defined above and advise
them in advance of thelr ineligibilivy to rageive
recruitment banmuses.

Awsount of the Bopug: Management with che approval of the
appointing authority shall set the amcunt of the actual
recruitment bonus, The recruitment bonus shall not excasd a
maximum amount of $1, 000 per yecruitment.

Paymant of the Bonus: The recrultment bonus shall be paad
in two lumwp sums. Each lump sum shall represent fifrvy
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&
s

re Srate employee for their recruit when che new amploves
“mpletes the first ninety (20} days ¢f satisfactory State

service. The second lump sum shall be paid to the Scaze
employee for thelr recruit when the new employee completes
the first 6 months of satisfactory Stace service. The

&

raoruicment honus will only be paid to Scate empioyass who

-

2 1n an accive employment scatus with the same agensy at

the time che payment i due. If the gmplovee transfeys to a

“Zferent agency or leaves State zervice before pavmenr af

-

Lha recruitment benus is dus, the recruibmenr bhenus is
forteired,

Note: The recruitment bonus will affect the
reqular rate of pay for che purposes of
calculating pvertime for FLSA non-exempt amployess
during the one year period over which the bonus is
paid. A new hourly rate must be recalculated and
any overtime pay adjusted as described under the
sign-on bonus,

VI. Payxoll Procedures:

1
Eo

Lt

Payment of both bonuses shall be made under the
miscallanecus adjustments not subject to retiremenrs
Ccategory on the Exceprion Tims Reporr (ETR) .

. The amount of the bonus shall be indicaced on rhe STE.

The Social Work Benus form shall be completed and signed
by the appointing authority. Note, this form shall be
used to make both lump sum pavment one and lump sum
paymant. two. A bDlank form for your use is attached,
Please make as many CoOples &S neRcessary.

. The original and one copy of che completed Social Work

HBopus foxm shall be submitted to the Central Payroll
Bureau with the ETR effecting payment of the lump sum
bhonusg .

Hote, agencigs should uge care in paying bonuses. Once paid
che bonus may not be vescinded.
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VII. Examples:

Samples of completed Social Work Sonus forms are attached
for various SCE8NATIOS:

Sample #1 demonstrates the situvation wheare the fairst lump
sum payment 1s made for only the sign-on bonus.

Sample #2 is the scenario where the second lump sum pavment
is made for only rhe racruitment bonus.

Sample #3 demonstrates the situation where the first lump
sum payment 18 made for both bonuses.

VII. Authority

Stare Personnel and Pens:icons Article Ticle 8, seccion 163

Code of Maryland Regulations 17.04.02.09
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APPENDIX A

SCCIAL WORK SIGN-ON BONUS
QUALCTTING CLASSIYIZATIONS

Services (asewonker Trainse and T/ rIisic
Nork Assosiata T/11/1%1/7%90v

Worker T/IIAZZI/7I9/VIVE

Worker, Pamilf Services Provisiona./I/fIz

Work Superviscr, Fam.-ly Services

Work Therapist, Family Sepvices

Wopkew, Health Services I/II/TII TV {all cptisng &t ohe IV lawel)d

Work Admanistrarnny, Health Servicges I/271/717C
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SCCIAL
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SOCIAL WORK HIRING BONUS
Fivse Lump Sum Payment

Second Lump Sum Pavment

Agency Budger Code

B SIGN-0ON Bonus

New Em?iayee‘s NAame i&alifyiﬁg Socaral Work (Class
New Empiovee’s Social Security Number PIN
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B. RECRUITMENT Bonus

New Recsuit's Name Qualaifving Social wWork Class

New Recruit’'s PIN Dace of Appointment
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Yes / Ro
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